1409.11--1

FSM 1400 - CONTROLS

1409.11 - Fiscal and Accounting Management Program and Activity Review
Handbook (FSH). This supplement establishes guides and instructions
to accomplish a self-review and certification process for the activi-
ties of imprest funds and collections.

Each subunit shall (1) annually perform an internal control review,
(2) keep. a copy of the completed reviews on file, and (3) forward a
copy to the Supervisor's Office.

Collections Activity, Exhibit 1

The Business Management Assistants will do the Internal Control Review
for District Collection Officers when they perform the audits required
by FSM 6531.41f, BH Supp #64. age form with a list of Collection

Officers will be signed by the strict Ranger as Compliance Reviewer.

The Boxelder Administrative Offid¢er will do the Internal Control
Review for Boxelder Collection Officers when the audit required by FSHM
6531.41f, BH Supp. #64 is performed. One form with a list of Collec-
tion Officers will be signed by the Center Director as Compliance
Reviewer.

A Budget and Finance Accounting Technician will do the Internal Con-
trol Review for S§.0. Collection Officers and the Unit Collection
Clerk. One form with a list of Collection Officers and Unit Collec-
tion Clerks will be signed by the Administrative Staff Officer as the
Compliance Reviewer.

Imprest Fund Activity, Exhibit 2

A Budget and Finance Accounting Technician will do the Internal Con-
trol Review for all Imprest Fund Cashiers when the Annual Audits are
performed per FSH 6509.13b-1008. The forms will be signed by the
Administrative Staff Officer as the Compliance Reviewer.

Assurance Statement, Exhibit 3

The Assurance Statement will be signed by the Forest Supervisor and
sent to the R.0. by the due date.
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Collectioa Offlcer(s)

Page 1

il

Scandardd
-

leview Ares Standacd fefereoce Tas o lemaria
! |
l. ALL COLLECTION PERSONNEL |
A. Designacions:
l. Have persoonel handilng All smployese wnoss prescribed dutlas | FSE A50Y.1s
public funds beeu desigoaced | raquife Chew Co Fecatve, handle, or (013G)
5 6531.6l0

for cype of colleccions
nandled?

Ex: Campgrouad

Map sales

Christmsas Cree permits

Huse Hall ssal
callections

Unit Collection Qark
and Alternaces

1. Are Collectioa Officer
designaciona la propar (orsag
and agproved by as officer
suchorized to deeignacs
Collection Officera!

J. Are volunteers collect-
iog fundal

4. Are designaCiond made (n
sdvance of perforwing
collecrion sctivitiee?

5. Afs daeigosacions tiesly
canceled

a. by lisitscion In

decigoacicn or,

5. by 2 caacellacion
lecter!?

§. Collection Officer

accountabllicy.

1. Are Collection Dfficers
avare of thelr responel-
bilicy and accoumtabilicy
for the prooer handling of
public fundal?

1I. COLLECTION OFFICERS
OTHER THAN UNIT

COLIZCTION CLERXKS

A. Collesccicm Of{ficer [umd
plckup.

1. Rave Collection Officers
bewa provided mimisistraciva
dirsction regacding ctequired
collection plekup schedulasT

1. HMave Collsctica Offlcecs
wtt collection pickup
schedules!

3. Ls thers evidance of say
privace use of public funds!

§. Safseguarding of fumds.

l. Do safscaaping feacili-
ties wasf stamdards!

have cuscody af cseh colleccions suac
be desigoated as & Collection Officer
ineludiog Collecticas Clerks aad
Alternaces.

Collection Officers will be designac-
wd through lecter by Regicoal
Forascecs, Diractors or Foresc
Suparvisars.

Volunteers iz the Malloval Forest
Frogram are sof suthorired (G bm
dasignated se Collectios Cfflcers.

Laployess musc ba dasigoaced in
wricing as Gollactioa Officers pior
to receipc of public funda.

Desigascions wuat be cuncelsd whan
awed for much ceased.

Calleetion Officers are charged with
the safskeeplog of publle wsoales aad
ahall be held perscoally liable for
such funds.

Fae collection proceducres are o be
dascribed for sach sife.

To ba defised st tha local seaigemextC
level.

e Ls wmlawful {orf wmployeses €3 uwse
public mwonay {or auy purpose excapl
that allowsd by lLaw.

Each Collectice XMflear (3 o b

peovided with eizhar & portabla
locking wecal csshbow or equivaleat,

FSM

page B S

reM b5)1.412a

FSM 6331410

€S M. 207734
&/22/83

FSM 5531.410

Fse 6321.410

FSd 6509.1%
(G4Q)
P5H 63)1.44

TS 1132.38a

31 1332.23a

PSA 6510.3

M 4309, 14
(030)

rs53 6530.)
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[ Stand
] ' e |
Beview area S5Candard Refecence ‘ Tes So | Wemar es
| | i |
. AL wore sites and & saperaCe loctlog drewer, or o« | ! ]
compartment in a bar loceed or ! i !
3. At hesdquarters combination locked steel flle unu-.“i i ! |
3ffices or, & safe for storing cassh. ! i
| { |
i 1
I. aAczess to safewseping : fl |
facilicles. | H
4. U0 sersonnel other chan | Only cthe Collection Officer and, lo Fs5Hd 6509, 1%
the Colleccion Offtlcer the evect of ao ewergency, Che wmirn (030)
have sccess to safekeeping | head will have sccess to Collection rse £530.)
facilicies? Officers' funde.
t. [s securtcy of infore Only the wmit head i to have FSE 6509.14
sacion for ssergency ewergency access laforwation waich la {030)
sccesn to safewzeping to be secured. F5n 6330.3
facilities sdequatel
c. hre safe combinacicns Upoo separscion or ctrsasfesr of F5M 651,04
changed upco chaage 1o Collection Officers, safe cosbioas=
Collection Officer asalgm= | cioms ars Co be changed and ‘teye
wentcs? turoed io Co Che unit hasd.
d. Are personal funde With soee suthorised excepClons, oaiy | T3 b331.séb
belng comsingled with official funds are to ba stored Lo
official funde? safekeeping facilities.
C. ifecording of collecticosy
l. Are collecclions pcompcly | Collection Officers are to prowmpcly FSH 6509.14
recorded loto s Collection record remittances iato & (155)
FSM 6531.43

Of ficer regloter?

D. Transmictal of collec
tioos.

1. Are Colleccion Cfficers
weering fucd Cransasiccal
sCandarde Co:

4. the Unic Zalleczion
Clerk?

(1) are frequaacy
requirements met’!

(1) how are traosmifcal
fees and change saiing
procedures handled?

(3) are sethods of tracs
wittal followed?

b. anocher designated
Collection Officer for
transsittal to the Usic
Collection Clerk.

(1) are frequaccy require—
»encs wec?

(2) are recelipt procedures
for fund traasfsr
followed?

E. Segregacion of duCies

l. Is thare an adequate seg-

regation of duties > sale
guard agalast Cha cosceal=
wenc of [und misuszal

regliscer.

When collecticos oa hand cocal
51,000, nc lews often thaa weekly
aod ooe of last ] workdayw of Che
wonth

Cash collections are not to be dimio=
Llsned by fees nor for chaoge makinog.

Transsitzal is to be lo persca or by
mail iz che form of mcoey orders or
cashier checis. Ia scms cases cash
may be¢ trasssiited by registersd
wall.

When collsctions ca hand tocal
51,000, mo lewe ofCea thas weaikly
and ocoe of last ) workiag days of
tha mouch.

Treasfer of funde betwmes Collecriocn
Officers s to ba sckmowledged by
receipt on bills for callection or
equivalect traasfer documestatios.

Persons respossible (or hasdliag cash
Tecelipts should sot parcicipats iz
tha sccowmting or eparstisg fumctloes
ralating to:

(1) Suippieg of goods aad billing for
goods snd sacvicee.

FSM 3/84 BH SUPP

FSH 6509.14
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rsd 6309.14
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FSH 6509.14
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Page

J oot

5

Leview Aren

Scandacd

e ]

Scandarda
b

Moy

Famaris

F. Reporting loss or thefc
af collections.

L. Are losses or chefts
sppropriacely reporced

cArough sdminiscracive
channels?

Z. Are Collection Officer
dutles suspeoded Lo coees of
spparenc fiscal irregularicy?

C. Coantrol files

l. Have required Colleczion
Offtcer coatrcl files bewa
eatablioned?

I. o files concaia appro—
sriate Lloforwacioal

Ha Acdics

l. Have required audits of
| tollection asctivitier bewn
wade?

s. Campground

B. Map saies

c. Chriscmas tree
pecrmlita

¢. [acecpracive
Assaciation

®. Mass oparitiocs

f. Charge fualwood
peruita

£+ All ocher

" 7. Arw awdits propacly
docusenced !

sccouncs receivable
ledgers.

(2) Concrolling
and general

(1) Preparing and salling ecatesencs
of balsaces dus.

(4) Auchoririog aod approvicg
sredics for feturzs 2od allow

aaces or for adjuscseacs of
amounCs dus.

Lossas or thefcs of collectlons ace
to be lwwediately reporced Chrough
approprliaces admioiscrscive chaaneis
to the Lagional Dtlrector of Flscal
sod Accownmtiog Macagsseat or
Assiscant Director for Llassarcn
Support Servicas.

Whare Llaitial evidence Indicaces
appareat irregulacriCy oa Che parc
af a Collection Officer, che Collec~
cloa Officer dutlies ars to be suspeo—
ded pandiog furchar {ovescigatioa.

Sepacacte files arw to ba waiofaioed
by (1) Collection Officers (I) haed-
quarcers offices.

Concrol files should loclude Collec
tiog Officer designatiocos aad
esacellations; copiee of paid bills
for collection; collection tranafer
receipts, and sudifs nade of the
Collectioa Officer.

Withis 10 days after degioning of
recrzatios fee collecticas, every #0
days thereafter through the recrea~
tion season, and upon tarmioaction of
Callection Officer desiguacion.

Wichin )0 daye of designatica,
annually aod upoa tarwisacioa of
Callection Officer dasignmaciocn.

Vithin 10 days of dasigmation,
sonuslly aod upoa tarminatios of
Callectioa Tificer desigoation

Wichin O dayw affear laitiacioa of
agTwenant, every ¥ daye charsafter
sod 3t tacminacics of sgressent.

Quarterly for pearloog sesses and
ooce durisg tha opariciog ssason f{or
ssasonal oparaciocas.

Wichin 10 days of desigoatica,
agoually and upos tarainacion of
Collection Officer desigmacica.

Withia 32 days of designacioce,
sooually sod wpoa tarmicatica of
Csliection Officar desiguation.

busd LT8 are o ba documwnced, reflacc

{6 what was reviewsd, [isdiogs,

fecowmendsClions aad related decisicasy

rsd 6509.14é
(160}

FM 6507.15a

F5M 6531.4la

PSM §531.41a

FS5d 6509.14
{170)
F3M E33l.alb

Tsd 5509.14
(170)
FSM 8531.42%

FSM 6511.420

FSM 65)1.6c

2 65)1.424

FSH 6531.42e

FSM 531,418

T 6331.03d

FSM 65]1.42g

s 330,10
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Yage = of

Cl

Teview Ares

Standard

dsfarence |

Standardd
e C

Tes Ho

Lemariis

FLL. UMY CDLL:ZCTION CLERK

L Recordline

I Afe remittiances prowslly
recorded in the collection
reglecer’

1. Is required inforsecion
posted to the collection
reglecer appropriacely?

8. Processing

1. Are endorsemencs handlsd
correctly?

1. Wwhat action is takeo for
underpaywenis, overpaywaots,
no record of billinge!?

C. Deposit of remitcances

1. Are sethods of trans
mitcal of funds to che
depository followed?

2. Are frequency standatrds
for deposits wat]

3, Are collectlons wied for
other than official purposes?

4, Are paild billiogs
promptly routed to appro-
priacte personcel!?

5. Do confirmed certifi-
cates of deposil agree with
the collection regleter?

6. Are uncollectible romit=
tances handled properly!

D. Safeguarding of funds

1. Do safskeepicg facilicied
waet standards?

1. Lls security of informs~
tlen for emergescy eccess o
ssfekanping facilitiass
adequats’

RemiCCances are to be posced (n
collection regiscer 650071,

Date paywent received, nase of
remittor, bant D and ssounCs afe Lo

be reflecced.

lo che came of the ageocy.

Procedural sceps cutlinoed la
directives are to be followed.

Ia persom or by sail, cash may be
coovarted Co moaey ordaer or casbiers
check Lf possibla. 1f cash is mailed
e wust be seat by reglececsd mail.

When collections oo haod total §1,000
but 8o less often than wwerly.

It is walawful for receipcs to be
used for parsonal activiCies.

Patd villiogs are to be furnished
to variocus persconel.

Cercificaces of deposit =md the col-
lection reglstar wusl sgTex.

Deblf vouchers ars To be processed,
sew billioge issued sod recordinge
wade in the collectios ceglscar.

Safes shall be provided for all locse
ctions where $500 cash or sors may be
on hand.

Only che Uonlt head is CO have smar
gency accese loformation which ls to
ba secured.

| belog crans-
fered froe
F5H 6509.10b |
(4. 11) ca
FSH 6509.1Lix
(30}

Balog Crane
fered frow
FSy &509.100

(31&.11) co
FSd 6509.1lk
(30)

Being Craoe—
fered froe
F5H 6509.11b
(316.2) o
r5H 6509. 11k
(30)

Bbeing Ctrace=
furwd from
rsSH 6509.11b
(J14.2) to
FSE 6509.11%k
(10}

6509. 11k
(30)

FSH 6330.3

rsH 6530.)

deing Ctracs—

fered from

FSH 6509.11b
(314.2) to

rsd 6509.11k
(30)

lelog Craae=
ferred from
FSH #509.11b
(314,1) co
rsy 6509.11K
(30

baing trane

fared irom

rsa 6509.1010%
(314.4) to

rsd 6509.11K
(30)

S 6530.10

FSM b33U. )
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COLLECTIO
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REVIEZW

N ASTIVITY

Page

ut

i
4
|

Scandard
L 14
Leview Aras | Scandard lafareacs Tes *o lamarcs
]
J. ls che sale comsination Upoa sepacacion or change In dutles, FSH 853144
changed ucon s change In safe cowoloations sre £ be changed
Unic Coliection Clerkal and kays “urned in t3 the Unli haed. |
|
4. Are personal funds cow Wlen sose auCharlted excepCloas, only | FSm a)il"—-’:!
singled with official funda' | offtlcial funde afe 0 e sl3red la i f
safekaeping faciliciee.
£. Segregaclon of duties
Perscos cwspoosibie for handllog casn | F5M 4530.3

l. ODoes the Unit Callectioa
Clerk pacform other collec—
tion sctivicy dutles which
could comtribuce o0 sisuse
of recelpcs and iCe conceal-
ment Lln sccounting recocdel

F. Raportiog loes or chefr

l. Are losses ar thefta
sppropriacely recorted
through adaiolsctracive
chanoela?

1. Are collection ducies
fuspeaded lo cases of appar—
enc flscal irregulacicy!l

G. Audits
l. Are requirsd undeposited

cash sudicCy made and appro—
priace actioco Cakenl

IV. MNON-COLLECTION OFFICZIRS

A. lewitcances Crecelved 37
noa—Callection Officera

l. Are sccouacabilicy pro—
cadures used when reaic~-
tances acw cecxivad by an
suployee ochar chan a
Collecticn Officer?

Y. ACCOUNTING CONTROLS

A. Ars Sillisge (meued
ProwpCly when ssowunCs &Ca
decarniced dua?

b, HRov ace confirmed cac—
tificates of deposit Ctraoe
sitted fo the WrC?

C. Are comtrol procedures
and reeposalibilicies escab—
lished and speraciag wharaeby
todividusl Mllings (paid
and unpaid) and ssounts are

recaipts should not participats la
the sccoumting or operatiag fuscticas
relacing cto:
1) Shipplag of goods and billlog
for goods end services.
1) Coacrolliog eccouacs receivable
snd geaerel lmigecs.
1) Prupariog and saillag sCaCemencs
of balsaces dua.
Aucthoriziag end approviog credics
for recuroe and allowmaces or fod
wd justmancs of smoumts dus.

4

Loswes or thafce of collectlons are ta
be imeadiascaly repocted through appro—y
priace sdwioistracive chanaels o the
Lagicual Direccor of Flscal aad
Accoumting Masagesent of Asslecant
Oicector for Leseazch Support
Sarvices.

Whare laicial evidecce lodicacass
appareat Llrregularicy ca the part of
4 Collection Officar, the collactlon
afflcer duclas are to be suspended
peodiog further lavescigacica.

Ussznowmcsd awdife are £o e sade
monchly.

Form #500=101 13 to >e preparsd and
receipted (a.¢., vheu eavelopes coo
Calaolog cesd of checks are opeced by
sailroom employes).

dmoumts dum arw to bu placwd undaer
sccountisg coutrols prowptly through
the Lssusace of illiage aad recerd=
Ing s sccoumcs recaivabla.

Depositorias are to tracemit direcely
to the NTC.

Aacencs dus are o be placed wdar
dccoamtlag coatrols wheredy fecoo
cillacions are made batwmen wde
posited collecticus, depostics la
tranell sat scinovisdged by Chae

FSH 6509.14
(150)
Fax 6507.15a
FH 6531.42a

FSH 6531.42a

Balng traae
farred frow
6509.116
(I14.12) to
6509. 11k (301}

FSM 4511.410a

rsH $530.3

7Sy 6509.11k
(35.1)

7S 53)0.3

FSM 3/84 BH SUPP 10
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INTERENAL CONTROL REVIEW

COLLECTION ACTIVITY Eapansat b

|

Scandarde

Rleview Ares E Scandard Fefecance Yas HBo Fewmaris

sccounted for froe the flme depositery and deposlts acimowledged

of billing nusber assigrment | by the deposltory.
to refleccion of pald
samounts by individual
billing Ln accouncing
recorda?

Organizacicoai aseignmect of collec— | P5SM £530.)

tioa activitles acre O b4 sagregaced
whareoy as individual(#) casmet coo=
ceal the misuse of remitCeccss iz

D. Do control procedures in+
clude adaquace segregation of
dutles to sefeguard agalnsc

the concealwent of f(und mis-
use by seployees respocsible | accowmting records.

for:

l. Assigoing coatrol oumbere
for bille for collectioc.

1. Llasuing bills for collec
tion.

). Malotenance of accouncs
receivable files.

4. Moothend collectioa
actlivicy reporticg.

5. Unic Collection Clerk
(and Alternates) activities.

6. Raview of BLAD 6704
repart.

1 have reviewsd complisnce to prascribed incersal coatrol procedures sad
standards for the collection activity. Identificatica of chose aress
where staodarde have oot beeo met are documented Lo Che remarks block of

this guide.

Complisnce Laviewar Daca

FSM 3/84 BH. SUPP 10
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INPEE=T 7D

Regioo/Stacion

tives maioCained curcteacly?

3. Do Cashiers ensure that
the laprest fund is not
cosmingled with other funda?

II. DESIGHATION/DELEGCATICN

A. Eave cashiers been
properly designaced?

3. 1a cashier delegated
approprisce purchasing
auchority?

IMPREST FUND
ACCOUNTABILITY

I1I.

As Are cash verificzclon
sod sudic frequency
requirements being wet?

B. Are umanoounced cash
verifications and
audits comleted by
qualified employees?

I.C. Are Telmbursementc
vouchers approved by proper
‘officers?

2. Are cashiers' paywesot
{Tecords coaplata?

Imprest Fuod Paywents Haodbook, (b)
Deparceen: of Tressury Maoual of
Procedures and lostructions for
Cashiers.

Cashiers must ensure Che imprest
fund is not commiogled with ocher
official or sesi-official funds or
with personal funds.

Form $500-133, Raquest for lapresc
Fund Cashier Desigoacicn recommend-
ing approval {s completed.

Forms SF-211 aod 57-1129 om file re—
flect the curreat ststus of the fund.

Cashier osust be delegated purchasing
suthoricy lo ovder to approve pur-
chases.

Veriflcacious of cash balaasces shall
be made 38 frequently as deemed
oacessary for the protection of the
Goveroment, but af least 5 cimes per
year wvith the aicimsum of coe verlifi-
catioca each quarcter.

Audice of esach faprest fund shall be
sade withia 120 days afterc the
cashier’'s designation, and thereafter
a8 frequeatly as necessary to protect
the interest of the Coverument, but
at least anouslly.

A designated {ndividual oot supervis-
od by the cashier shall cooduct
unannounced verifications and audits.

Vouchers are to be approved by
Discrict Rangers or comparable
officers who hive knovledge of traas
actions.

Cashiers wlll retain coples of the
following:

(a) 5¥~1129 eimburseseat Voucher
(b) AD—661 Cashier Sub—Youcher
(e) Sub-vouchers

§7 1129, AD=661, and payment sub-
vouchers should be io agreement for
each relmburseseat pariod.

Cashiars wvill maintain a current
record of all advancas.

(a) Collection Officers for change-
aazing purpcses.

{») Alternate cashiars for normal
disbursing purposas.

FSH 6509.13b
{0504)

FSE 6509.13%
(oz01)

FSH 6509.13b
(0z201)

FSH 6509.31
(6.44)

rSM 6315.2

FSH 4509.13b
(1008)
Fsd 6509.31
(6.3D)

rsd 6509.13b
(1003)

FSH 6509.13b
(1008)

FSE 6509.13b
(0%01)

rSH 6509.13%
(1o0l)

F5H 6309.31
(6.481)

FSH 6309.13%
(0308,1001)

FSM 3/84 BH SUPP 10

Unit

Subunit

Cashiar(as)

Standards
Mer
Review Ares Scandard Fefersnce Yes Mo Beaarks
I. GENERAL
A. Are Imprest Pund direc~ Cashiers are respoosible for malaocaio- FPSH 6509.31 !
icg & copy of: (a) FSH 6509.13b, (6.2C)
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Eeview Area

Standard

Lefersace

Standard i

Mel
Yes No

Bemarics

E. Has cashler submicied
accountability reports to
Treasury?

F. Are impresc funds
adiusted as required to
weet proper imprest fund
cash advance levels!?

Gs Are laprest fund rels
bureewent vouchers sub-
mirtced according to Ire
quency requirements.

H. Are reimbursemsent
vouchere for travel advances
subsitted according to
frequency requirementcs?

I. Are cashiers dutfes
separated from other
responsibilities?

J. Are shortages documented
and properly reported?

L. Vhen irregulzrities are
disclosed, is appropriace
sction taken Co protact Che
assets involved?

IV, BAFPEXEEPINC OF FUNDS

A. Are safekaeping facilit-
ties sdequace?

3. hccese to safekaeping
facilicies

1. Is sccess to the imprest
fuod limiced to the cashier!?

(c) Ioformal sdvasces to employees
oz SF-1165 for specific over—the—
counter purchases and limited to a
saximum of 5 days fros date of ad-
vance (15 days for work crews (o
isolated areas).

Cashiers musi subeil sooCh—end
accountabilicy reporcs (copy of SF-
1129) direct co the Tressury Dis-
bursiag Officer, Kansas City, Kansas.

The calculated excess as shown oo Che
KPC lmprast Pund Quarterly Voucher
Activicy Report ehall pot exceed:

(a) 202 of the swount of the fund for
funde less chao §$2,000.

(b) 15I of the smount of the fund for
funds §52,000 and over.

Reimbursement Voucher (S5F-1129) shall
be sent at lesst ss often 4s showno
below:

(a) Pund less than 52,000: monchly

(b) Pund between $2,000 - $9,000:
semi-moathly.

(e) Pund greater chaa $10,000: weeklyd

Reimbursemeot vouchers for travel
advances (AD=515) should be sent
daily.

Duties acd respoasibilicies io

authorizing, processing, receivinog,
vecording and reviewinog traosactions
are to be separated asmong individualsd

If differences are disclosed durinog a
cash verification, other thas minoor
change-waking errors (55 or less) it
wust be docusented and reported to thd
Legional Director of Flscal and
Azcounting Management or Assistant
Director for Resesrch Support
Services, for determination and
further actionm.

When there {2 a loss, sbortage, or
thefc, the oeareat FBIL iod Secret
Service Cffice should be potified bY
phone. In case of obvious cheft, Che
local police must be socified.

When irregularicties as defined fa
FSd 6509.13b (1008.34) are disclosed,
sppropriate action shall be taken Co
protect the assets involved, such as
ispoundment cf the fund, additicoal
{iovestigacion, stc.

Pach cashier (principal zod altercate)
will be provided with eifher a cowr
bioatioo—locked safe or an individual
combioation locked drawer io & steel
security filing cebisetc for storing
cashiers' cashbox and rtecelpra.

Oaly tbe Cashier aad, io the event of
an smergency, the wmil head will have
sccess to the cashiec's fund.,
Cashiers will ksep combination and

keys uoder acrict persosal cemtrel.

FSM 3/84 BH SUPP

FSH 6509.31
(6.48)

FSH 6509.31
(6.6rF)

rse 6509.31
(6.48)

rsd 6509.31
(2.4C)

FSH 6509.13b
(0004, 1)

rSH 6507.25a
FSH 6509.13b
(0505-1008)

rsd 6509.13b
(0505)

FSH 6509.13b
(0505, 1008,
1307)

PsSd 6£509.12b
(0004.1,
G400}

rSH 6509.13%
(0400
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1409.11 10 Zxhibit 2 -- Contirusd
INTERNAL CONTROL
ENMPPEST T Rrmetiaw
Standarda
Met
Review Area Stacdard Refarance Tes Mo

2. Is security of loforwa=
tion for esergency access o
safeieeplog facilicies
adequace’

). Is safe cowbinatiocno
changed according to
f{requency requireseacs?

C. Are funds reascocably
protected at all Cimes?

D. Are payoesat documects
safeguarded?

V. PFRCEASING/PATHENTS
As Ar® cash transactions

within suthorized limitaciocs
for warious types of pur=—
chases suthorized for:

I, Ceneral <ransacclioas?

2. Seed come procuremenc!

3. Taergeccy pavmesc!

b Payments to faformers!
5. Travel Advances?

6. Salary payment!

7. Yoluntaeras?

Cashiers shall rslease to the unit
head & sealed, signed, aod dated
eovelope contaloing the safe combiaa-
tion and duplicate cash box key which
will thea be kzprt 1o a secure place.

Ieprest fund safe cowmbination will be

changed anoually and when (1) there
i1s a chaoge io cashier, (2) iz is
DeceEsarY Co cpen Che savelope for
emergency accese, or (J) any instzoce
vheo the combinastion has been or sus—
pected of havipg beea compromlsed.

Imprest cash will be tept locked i
approved safe/cabloet except when
fund transscti{cas are caking place.

Safekceeplog facilitiaes will be placed
io an ares oot easily accessible o
the public.

Appropriate profective weasures will
be observed when cash ls Tansported.

Cashiers shall secure receipcs (sub—
vouchers) to preveat cheir lses prior
to submissica for reimbursemeat.

Coples of all receipts (sub—vouchers)
supportiog disbursesent will be re—
tained by cashiers at their location
to provide documentaticn for oosite
rteview and to protect the casnier
should these records be lost ia
traosit to NFC.

Shail oot exceed §250 for any oce
transaction except for specisl
sucthorisacicns wanich follow.

Shall mot exceed 3500 per single
traosaccicn.

If apecifically suthorized ino
wricing, way »ake paymeals up o
$500 per transdction under emergency
condiciccs.

1f Tequested by legicnal Director

of Tiecal and Accountiog Hanagesent,
Lawv Enforcemeat Director or Assistant
Director for Rasearch Support
Services, cashiers say advance up ta
400 per single tracsaction.

For emergency or wscheduled travel
situations cashiers may make tTavael
advances up to $500 provided anm
approved AD-615 is presected by che
traveler.

Shall not m=ceed saximus dallar
limitatioos iwsposed upoo cashiler for
TagulaT OF emar{ency paysaoCs per
siongle traceactios for smployses pric
to receipt of first paycheck who be
cause of {isancial hardship, beed
funds for subeiatecce, and for
certain ocher employwmas.

1

Paysents [or subsistance and miscel=-
laceous sxpenses aC voluncesra’

duty scacica are limited to geseral
dollar lisitacions for impresC fund

tTagedctlions.

FSM 3/84

Fsd 6509.13b

(0400)

F5H 6509.123b

(0004 ,0400)

FSE 6509.13b
(3004)

FSE 6509.13v
(0004)

FSE 6509.13b
(0004 )

T58 56509.11b
(1001.1)

FSE 6509.1
(1001.1)

FSH 6509.12n
(0701.1)

S8 6509.13b
{0701.11)

Fs3 6309.13b
(0701.12)

FSE 6509.13b
(Q701.14)

FS5H 6509.13b
(0701.23)

rSH 6509.31
(2.1,2.4C)

FSBE 6509.123b
(o802)

TSd 6309.13
(1=1.)m)}

BH SUPP
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Exhibit 2 =-=- Continued

e

INTERNAL CONTROL REVI

IMPREST TUND ACTIV

Page & of

Standardsg
Mat

Review Aresa Scandscd Refereace Yes HNo Eemaris

3. Do controls prevent Ixcept 1o emergency, Lltems should oot | FSM 6509.13b
duplicecion between cash be purchased with cash from a vendor {0701.2)
purchases and paymsents of {f a blacket purchase order (charge)
purchase orders and have arcangement L# io force.

duplicate paymeats been madel

C. Do comtrols prevent Yendors' sigoature is regquired om sub-| FSH 6509.13b
goods pald for in cash from vouchers for purchases returned or ex- {0701.22)
being returoed for persosal chaoged reflecting items and cash re=

! credit? turnped. Values of returced items are
to be reflected oo imprest fund re=
cords.
ID. is each cash Eeceipts should be originals and nmot | FSH 630%9.13b
disburseaenc properly duplicates. (0701.2)
| supported?
| Fersons initially receiving goods or | FS5H 6509.13b

services shall scknowledge recelpt by (0701.21)
signature and date oo subvouchers.

If the 1item is not clearly described,
this individual should briefly de-
scribe on the subvoucher.

Ascunts over 515.00 are o be sup— Treasury
ported by vendors' original weig- laprest
nature and ell receipts will be sigoed Book (0703)
and dated by the individual making FSH 6509.13b
the purchase. (0701.21)

1 The individual, or representacive of | FSH 6509.13b
| the indi{vidusl, requesting goods or {0701.2)
services will receipt and date sub-
vouchers when goods or services

ate received (this sigoature iz in
addition to the cashisr's signsture).

Each receipt shall be marked paid by | FSH 6509.13b

E the vendor. {o701.2)
Subvouchers shall be sequencially FSH 6509.13b

numbered. (07086}
Subvouchers shall be unaltered. FSH 6509.13b

(0705)

I have reviewed compliance to prescribed {ntermal cootrol procedures aod
stsndards for the imprest fund sctivity. Idestification of those areas
where standards have not been met are docimested in the remarks block of

; this guide.

Compliance Leviewer Late

FSM 3/84 BH SUPP 10
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Bxhibit|l 3

UNIT:

ASSURANCE STATEMENT

I certify that a review has been performed of the

activity on this unit using the internal control review guide in
FSH 1409.11. The review was performed by qualified personnel in a

thorough and conscientious manner during the period of

through . This unit is either in compliance with the

standards or all areas of noncompliance have been documented. Prompt
action will be taken to correct those situations that do not meet the

standards.

{(Line Officer Signature & Title) Date

SGRE 10
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